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Internal Quality Assurance Cell (IQAC)
Internal Audit, Academic Year: 2024-25
Ref.: MCE/DEPT. NAME/AY/SEM/AUD/PAI													Date:
PART – I: PRELIMINARY INFORMATION

1. Name of the Department	:
2. Date of Visit	:
3. Members of the Audit Committee	:
(i)  	
(ii)  	
PART –II: ACADEMIC INFORMATION
	S. No.
	Particular
	Remarks

	1
	(a) Programmes offered
	Name of the Programme
	Intake
	Year of commencement of the Programme

	
	
	

	
	
	


(b) Availability of Timetable:
(i) Master Timetable
(ii) Class Timetable 
(iii)  Individual Faculty Timetable
(iv) Laboratory-wise Timetable
(v) Faculty consolidated workload
(vi) Academic calendar
	

	2
	(a) Faculty Information:
	Cadre
	Required as per AICTE Norms
	Available
	To be recruited

	Professor
	
	
	

	Associate Professor
	
	
	

	Assistant Professor
	
	
	


(b) Teaching Experience (within MCE) of the Faculty in the Department:

	Tenure
	No. of Faculty

	More than 15 Years
	

	Between 8 to 15Years
	

	Between1to 8 Years
	

	Below 1 Year
	



(c) Consolidated Experience of the teaching faculty, considering outside experience.
	S. No.
	Name of the
Faculty
	Designation
	Highest Qualification
	Date of Joining in
MCE
	Experience in MCE
	Experience before joining MCE
(Teaching/Industry)
	Total Experience

	1
	
	
	
	
	
	
	

	2
	
	
	
	
	
	
	

	.
.
.
	
	
	
	
	
	
	

	N
	
	
	
	
	
	
	


N – No. of faculty members available in the Department	

	

	3
	Details of Supporting Staff (mention the count)
(a) Lab Assistants
(b) Technicians
(c) Programmers
(d) Assistant Programmers
(e) Computer Operators
(f) Skilled Assistants
(g) Attenders

	S. No.
	Name of the Supporting Staff
	Designation
	Highest Qualification
	Date of Joining in MCE
	Experience in MCE
	Experience before joining MCE
(Academic Institute/Industry)
	Total Experience

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	




	

	4
	Changes in Curriculum and Syllabus (Applicable for Autonomous)
 
(a) Report (with evidences) on Latest Changes brought in the Revision of Curriculum and Syllabus
(b) Evidences of change in syllabus for UG and PG Programmes

	

	5
	(a) Report on three level Internal Audit Committee Findings and Action taken:
	Description
	Availability of Internal Audit
Findings Report
	Availability of Action taken Report

	
	
	

	
	
	

	
	
	


(b) Report (with evidences) on supplementary Teaching Tools / ICT
(c) Any Other relevant information 	__________________

	

	6
	(a) Report on Laboratory-wise Facilities with the following data:
(i) Equipment /Software Details
(ii) Procurement of additional equipment / Software (in the current academic year if any).
(b) Report on Consolidated Computing facilities in the Department
(i) Number of PCs  	
(ii) List of the Software/ Software packages/Simulation Tools
(iii) No. of Printers available: 	
(c) Availability of updated Stock Registers:
(d) Adoption of safety measures in the Department:
	

	7
	Report on Faculty Improvement/Enrichment Programmes:

(a) FDP /STTP/Workshops/Seminars organized by the Department:
(b) Conferences organized by the Department:
(c) FDP /STTP/Workshops/Seminars attended by the faculty:
(d) Conferences attended by the Faculty:
(e) Any Other relevant information __________
	
	

	8
	(a) Report on Research Publications:
(i) No. of publications in Journals
· National	:  	
· International:  	
(ii) No. of publications in Conferences
· National	:  	
· International:  	
(b) Report on Patents/ copyrights/Industrial Designs:
            Published:		 (ii) Granted: ___________

	

	9
	(a) Report on Ongoing Research/Sponsored Research Project Details:
	Title
	Name of PI and
Co-PI
	Funding
Agency
	Amount in
Rs.
	Status

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	



Any Other relevant information 	
(b) Report on Consultancy Details:
	Name of Faculty
(Chief Consultant)
	Client Organization
	Title of Consultancy Project
	Amount Received
(in Rupees)

	
	
	
	

	
	
	
	



Any Other relevant information 	


	

	10
	Report on Student Projects and their outcomes in terms of publications/ IPR (CAYm1)
(a) UG:

(b) PG:

	

	11
	Report on MoUs and Ongoing /Completed Activities
	

	12
	Report on Library, Internet & other facilities:
(a) Library and Information Centre
(Furnish Programme-wise Details):

(i) Number of Titles                           :  	
(ii) Total volumes of Books               :  	
(iii) Number of Journals                     :  	
(iv) Online Journals Subscriptions     :  	
(v) Online e-books Subscriptions       : 	
(vi) Any other item                             : 	
(b) Department Library:
(Furnish Programme-wise Details):

(i) Number of Titles                          :  	
(ii) Total volumes of Books              :  	
(c) Internet Connectivity: 	

	

	13
	Report on Placement, Internship and Training activities:
(a) Placement Activities:
(i) Number of companies Visited:  	
(ii) Number of Students Placed: 	
(iii) Highest Salary offered 	
(iv) Average salary offered: 	
(v) Median Salary offered 	
(b) Internship Activities:
(i) Number of Organizations offered Internships: 	
(ii) Number of Students carried out Internships: 	
(iii) Number of Internships carried out with stipend: 	
(iv) Total Number of Internships: 	
(v) Highest Stipend offered: 	

(c) Report on Training Activities/coding school activities/soft skills conducted for the  Department students by Training and Placement Cell/Department:

	

	14
	CAYm1
(a) Report on overall Results (B.E./B.Tech.)
(i) Overall Pass Percentage 	
(ii) Percentage of Distinctions 	 
(iii) Percentage of First Classes 		

Note : Reports on CO and PO attainments are to be evidenced

(b) Report on semester-wise results (B.E./B.Tech.)
 I    Semester Pass%  	
II Semester Pass%   	  
III Semester Pass%   	  
IV Semester Pass%   		 
V Semester Pass%  	                
VI Semester Pass%  		               
VII Semester Pass% 	 
VIII Semester Pass% 	 
Number of Students discontinued from the program: 	

(c) Report on overall Results (PG Programs : M.E./M.Tech./MBA/MCA)
(i) Overall Pass Percentage 	
(ii) Percentage of Distinctions 	 
(iii) Percentage of First Classes 		
Note : Reports on CO and PO attainments are to be evidenced

(d) Report on Semester-wise results (PG Programs: M.E/M.Tech/MBA/MCA)
 I Semester Pass %  	
II Semester Pass %   	
III Semester Pass %   	  
IV Semester Pass %   		 
V Semester Pass %  	  
VI Semester Pass %  		
Number of Students discontinued the program: 	
	

	15
	(CAYm1)
Report on Co-Curricular and Extra-Curricular Activities (with evidence)
	

	16
	
(a) Report on stakeholders’ feedback
          Evidence of Feedback reports and action proposed /taken for
(i) Graduate Exit Survey
(ii) Course Exit Survey
(iii) Alumni
(iv) Employers
(v) Parents
(b) Evidence of Feedback reports on the faculty and action proposed/taken reports:
	

	17
	Report on Minutes of meetings and also on action taken/initiated respectively
(a) Board of Studies*
(b) Department Advisory Board
(c) Department Research Committee
(d) Programme Assessment and Quality Improvement Committee
(e) Course Expert Group
(f) Common Course Committee
(g) Multiple Course Committee
(h) Any other Academic Committee
	

	18
	Report on Student mentoring and counseling process with evidences:
	

	19
	Report on Infrastructural Details of the Department:
(a) Classrooms/Tutorial rooms/Drawing Halls/Laboratories/Department Library/ HoD Office/Faculty rooms/seminar halls/waiting halls etc

	S. No.
	Description
	Hall/Room Numbers
	Area (in Sq. mts)

	
	
	
	

	
	
	
	



(b) Number of LCD Projectors/Digital Boards available in classrooms/seminar Halls/ Laboratories	.
(c) Information on any other Teaching Aids:	.

	

	20
	Action taken report of the previous year “Academic Audit” findings and the effectiveness of the same:
	

	21
	Action taken report of the previous year “Graduate Exit Survey Feedback” findings and effectiveness of the same:
	

	22
	Any other Relevant information:






	




Note: Furnish the details in separate sheets wherever necessary.
	Name of the Auditor and Designation
	Signature
	Date

	
	
	

	
	
	





Signature of HoD
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Ref.: MCE/DEPT. NAME/AY/SEM/AUD/IAAT/REF. NO.												Date:

DEPARTMENT OF NAME OF THE DEPARTMENT

	Academic Year & Semester
	
	Class & Section
	
	Audit No.
	01
	Date
	

	Audited by (Name & Designation)
	1. 
	2. 



INTERNAL ACADEMIC AUDIT REPORT
Logbook Verification*
	S. No.
	Name of the Faculty
	Subject Name
	Subject handling branch
	Year/ Sem./ Section
	Lesson plan
	Completion Status
	Logbook

	
	
	
	
	
	Theory
	Lab
	Units Covered
	Lab exp. conducted
	Tutorial Conducted
	Assignment/ quiz / Case Study Given
	Attendance
	Record Mark
	Tutorial / Assignment mark
	Assessment Mark

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	



* - Common for Audit 1 & 2


	                      AUDITORS
	                        HoD
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Ref.: MCE/DEPT. NAME/AY/SEM/AUD/IAAR/REF. NO.												Date:

DEPARTMENT OF NAME OF THE DEPARTMENT

	Academic Year & Semester
	
	Class & Section
	
	Audit No.
	01
	Date
	

	Audited by (Name & Designation)
	1. 
	2. 



INTERNAL ACADEMIC AUDIT REPORT
List of Documents to be maintained in Course File
	  S. No.
	CONTENT
	C1
	C2
	C3
	.
	.
	.
	.
	.
	.
	.
	CN

	1
	Vision and Mission of the Institute and Department
	
	
	
	
	
	
	
	
	
	
	

	2
	Programme Educational Objectives (PEOs), Programme Outcomes (POs), Programme Specific Outcomes (PSOs)
	
	
	
	
	
	
	
	
	
	
	

	3
	Syllabus Copy
	
	
	
	
	
	
	
	
	
	
	

	4
	Course Outcomes (COs)
	
	
	
	
	
	
	
	
	
	
	

	5
	COs, POs and PSOs Correlation Matrix
	
	
	
	
	
	
	
	
	
	
	

	6
	Lesson Plan
	
	
	
	
	
	
	
	
	
	
	

	7
	Faculty Timetable
	
	
	
	
	
	
	
	
	
	
	

	8
	Student Name List
	
	
	
	
	
	
	
	
	
	
	

	9
	Sample ESE Question Paper #
	
	
	
	
	
	
	
	
	
	
	

	10
	Lecture Notes (Handwritten/Printout)/ Laboratory Manual
	
	
	
	
	
	
	
	
	
	
	

	11
	Question Bank prepared as per Bloom's Taxonomy #
	
	
	
	
	
	
	
	
	
	
	

	12
	Assignment QP, Mark statement and Sample papers #
	
	
	
	
	
	
	
	
	
	
	

	13
	Internal Assessment -1 (IA-1) Question Paper (OBE Format) #
	
	
	
	
	
	
	
	
	
	
	

	14
	IA-1 Answer Key #
	
	
	
	
	
	
	
	
	
	
	

	15
	IA-1 Mark statement #
	
	
	
	
	
	
	
	
	
	
	

	16
	IA-1 Sample answer scripts (Highest, Middle and Lowest Marks) #
	
	
	
	
	
	
	
	
	
	
	

	17
	Slow learners list and action taken details (Remedial Class details) #
	
	
	
	
	
	
	
	
	
	
	

	18
	Tasks allotted for fast learners #
	
	
	
	
	
	
	
	
	
	
	

	19
	Model Examination-I* (Only for Laboratory Courses by covering 50% of total experiments)
	
	
	
	
	
	
	
	
	
	
	


N – No. of Courses chosen in that semester
# - Not applicable for Laboratory Courses
* - Complete Examination answer scripts must be submitted for the auditing process
	Course code & Name
	Name of the Faculty
	Designation
	Remarks 
(Completed/Not Completed)
	Signature of the Faculty

	C1
	
	
	
	

	C2
	
	
	
	

	C3
	
	
	
	

	.
	
	
	
	

	.
	
	
	
	

	.
	
	
	
	

	.
	
	
	
	

	.
	
	
	
	

	CN
	
	
	
	






	                                 AUDITORS                                                                        
	HoD



[image: A white sign with blue text

AI-generated content may be incorrect.]Form AC –AUD04


Ref.: MCE/DEPT. NAME/AY/SEM/AUD/IAAT/LoD-CFL												Date:

DEPARTMENT OF NAME OF THE DEPARTMENT

	Academic Year & Semester
	
	Class & Section
	
	Audit No.
	02
	Date
	

	Audited by (Name & Designation)
	1. 
	2. 



INTERNAL ACADEMIC AUDIT REPORT
List of Documents to be maintained in Course File - Laboratory
	  S. No.
	CONTENT
	C1
	C2
	C3
	.
	.
	.
	.
	.
	.
	.
	CN

	1. 
	Model Examination Question Paper (OBE Format)
	
	
	
	
	
	
	
	
	
	
	

	2. 
	Model Examination Answer Key
	
	
	
	
	
	
	
	
	
	
	

	3. 
	Model Examination Mark statement 
	
	
	
	
	
	
	
	
	
	
	

	4. 
	Model Examination Sample answer scripts (Highest, Middle and Lowest Marks)
	
	
	
	
	
	
	
	
	
	
	

	5. 
	Content Beyond the Syllabus (Theory courses)
	
	
	
	
	
	
	
	
	
	
	

	6. 
	Model Examination – II* (Only for Laboratory Courses by covering experiments those are not covered in Model Examination -I)
	
	
	
	
	
	
	
	
	
	
	

	7. 
	Additional Experiments conducted details (at least 1 experiment must be conducted as content beyond the syllabus category) 
	
	
	
	
	
	
	
	
	
	
	

	8. 
	Logbook
	
	
	
	
	
	
	
	
	
	
	

	9. 
	Innovative pedagogy method used details#
	
	
	
	
	
	
	
	
	
	
	

	10. 
	End Semester Question Paper#
	
	
	
	
	
	
	
	
	
	
	

	11. 
	End Semester Result copy with analysis
	
	
	
	
	
	
	
	
	
	
	

	12. 
	COs-POs attainment
	
	
	
	
	
	
	
	
	
	
	

	13. 
	Course Exit Survey – Summary Sheet
	
	
	
	
	
	
	
	
	
	
	


N – No. of Courses chosen in that semester
* - Complete Examination answer scripts must be submitted for the auditing process
# - Not applicable for Laboratory Courses


	Course code & Name
	Name of the Faculty
	Designation
	Remarks 
(Completed/Not Completed)
	Signature of the Faculty

	C1
	
	
	
	

	C2
	
	
	
	

	C3
	
	
	
	

	.
	
	
	
	

	.
	
	
	
	

	.
	
	
	
	

	.
	
	
	
	

	.
	
	
	
	

	CN
	
	
	
	






	                                 AUDITORS                                                                        
	HoD
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Ref.: MCE/DEPT. NAME/AY/SEM/AUD/IAAT/LoD-CA-1					Date:


DEPARTMENT OF NAME OF THE DEPARTMENT

	Academic Year & Semester
	
	Class & Section
	
	Audit No.
	01
	Date
	

	Audited by (Name & Designation)
	1. 
	2. 



INTERNAL ACADEMIC AUDIT REPORT
List of Documents / Records with Class Advisor*
	S. No.
	Name of the Record
	Year of Study

	
	
	I
	II
	III
	IV

	1. 
	Monthly attendance details of students (Covering number of leaves availed, On-duty and absents),  
Absenteeism intimation to parents 
Shortage of attendance intimation to parents 
	

	
	
	

	2. 
	Mentoring File (From Mentors)
	
	
	
	

	3. 
	IAT1 Result Analysis
	
	
	
	

	4. 
	Students’ database (Covering Students’ personal information, Semester wise academic performance, students’ co-curricular and extra-curricular activities, additional courses completed if any)
	
	
	
	

	5. 
	Class committee meeting files
	
	
	
	


* - Same faculty must be continued as a Class Advisor (from II to IV years of studies)
Note: Class advisor documents available at the completion of first year studies must be transferred (from the Dept. of Science and Humanities) to the respective Department.


	                                  AUDITORS
	                       HoD
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Ref.: MCE/DEPT. NAME/AY/SEM/AUD/IAAT/LoD-CA-2					Date:

DEPARTMENT OF NAME OF THE DEPARTMENT

	Academic Year & Semester
	
	Class & Section
	
	Audit No.
	02
	Date
	

	Audited by (Name & Designation)
	1. 
	2. 



INTERNAL ACADEMIC AUDIT REPORT
List of Documents / Records with Class Advisor*
	S. No.
	Name of the Record
	Year of Study

	
	
	I
	II
	III
	IV

	1
	Monthly attendance details of students (Covering number of leaves availed, On-duty and absents), Absenteeism intimation to parents 
Shortage of attendance intimation to parents 
	

	
	
	

	2
	Mentoring File (From Mentors)
	
	
	
	

	3
	Model examination Result Analysis
	
	
	
	

	4
	Students’ database (Covering Students’ personal information, Semester wise academic performance, students’ co-curricular and extra-curricular activities, additional courses completed if any)
	
	
	
	

	5
	Class committee meeting files
	
	
	
	

	6
	Evidence of Issue of Hall Ticket with No-dues forms
	
	
	
	


* - Same faculty must be continued as a Class Advisor (from II to IV years of studies)
Note: Class advisor documents available at the completion of first year studies must be transferred (from the Dept. of Science and Humanities) to the respective Department.


	                                  AUDITORS
	                       HoD
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Ref.: MCE/DEPT. NAME/AY/SEM/AUD/IQAC-C						Date:


DEPARTMENT OF NAME OF THE DEPARTMENT

Internal Quality Assurance Cell (IQAC)
Audit No.:      , Academic Year: 2024-25

Name of the Department: 
Date of Visit                    : 

Comments:

After reviewing the information submitted by the Department for the academic session 2024-25 (List of major documents verified) and interacting with the faculties of the Department, the following observations are made:

	Category
	Remarks

	
	

	
	

	
	

	
	




	Name and Designation of the Internal Auditor
	Signature of the member of Audit team

	
	

	
	

	
	

	
	




Recommendations/Suggestions to the Department from IQAC:

     

             IQAC									PRINCIPAL
[image: A white sign with blue text
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Ref.: MCE/DEPT. NAME/AY/SEM/AUD/IAAT/LoD-DPT							Date:

DEPARTMENT OF NAME OF THE DEPARTMENT
	Academic Year & Semester
	
	Class & Section
	
	Audit No.
	
	Date
	

	Audited by (Name & Designation)
	1. 
	2. 




INTERNAL ACADEMIC AUDIT REPORT
List of Documents / Records to be maintained in Department
	S. No.
	Name of the document / file
	Remarks

	1. 
	Academic Calendar
1.1 Institute Academic Calendar
1.2 Department Academic Calendar
	

	2. 
	Regular Follow-up Activities
2.1 Faculty Weekly Report
2.2 Academic Self Appraisal – DATA 
2.3 Academic Self Appraisal – SCORE
	

	3. 
	Department Details
3.1 Profile of the Department 
3.2 Faculty Requirement Estimation  
3.3 List of Faculty and Non-Teaching Staff
3.4 Selection of Elective Subjects
3.5 List of Subjects & laboratories
3.6 Faculty Options for Subjects
3.7 Subject Allocation
3.8 Subject Allocation – Faculty-wise
3.9 Mentoring by Faculty (Mentor – Mentee list)
3.10  Student Mentoring Report 
3.11  Mentoring Analysis Report
3.12  Inter Office Memorandum Notices – Subject Allocation
3.13  Class Timetable
3.14  Individual Timetable
3.15  Master Timetable
3.16  Laboratory Timetable
3.17  NPTEL / SWAYAM /MATLAB Courses Registered by Faculty
3.18  NPTEL / SWAYAM /MATLAB Courses Completed by Faculty
3.19  Parents Meeting – Consolidated Report
3.20  Students involved in Students Centric Learning
3.21  Internal Academic Audit Report
3.22  External Academic Audit Report
3.23  Internal Academic Audit Report – Action Taken Report
3.24  External Academic Audit Report – Action Taken Report
	

	4
	Department Meetings
1.1 Program Assessment Committee (PAC) Meeting 
1.2 Module Coordinators Meeting (MCM)/ 
 Course Coordinators Meeting
1.3 Class Committee Meeting (CCM)- Class Wise
4.4 Academic Review Meeting (ARM) - Class Wise
	


	2. 
	Student Details (Class Wise)
2.1 Student Name list with contact details  
2.2 Student Name list - Category wise 
2.3 List of students opting for Honours/ Minor Degree
2.4 List of students on fast-track system / Drop Courses
2.5 List of students on Break of study / Discontinued / Transfer 
2.6 List of Student Mentors 
2.7 NPTEL / SWAYAM /MATLAB Courses Registered by Students
2.8 NPTEL / SWAYAM /MATLAB Courses Completed by Students
2.9 Monthly attendance details of students
2.10 Internal Assessment Analysis
2.11 End Semester Examination Result Analysis
	





	
AUDITOR(S)
	           HoD
	IQAC
	    PRINCIPAL
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Ref.: MCE/DEPT. NAME/AY/SEM/AUD/ EAAR							Date:

DEPARTMENT OF NAME OF THE DEPARTMENT

	Academic Year & Semester
	
	Class & Section
	
	Audit No.
	02
	Date
	

	Audited by (Name & Designation)
	1. 
	2. 



External Academic Audit Report
	Parameters
	C1
	C2
	C3
	.
	.
	.
	.
	.
	CN

	Logbook
	
	
	
	
	
	
	
	
	

	Course file 
	
	
	
	
	
	
	
	
	

	Internal Assessment Question Papers
	
	
	
	
	
	
	
	
	

	Assignment/Case study/ Mini project Question Papers
	
	
	
	
	
	
	
	
	

	Evaluation of Internal Assessment Booklets 
	
	
	
	
	
	
	
	
	

	Evaluation of Assignment/Case study/ Mini project
	
	
	
	
	
	
	
	
	

	Internal Assessment Marks
	
	
	
	
	
	
	
	
	

	Remedial Classes
	
	
	
	
	
	
	
	
	

	Laboratory record 
	
	
	
	
	
	
	
	
	

	Conduction of Model Lab 
	
	
	
	
	
	
	
	
	

	 Web Portal Entry (ERP Software)
	
	
	
	
	
	
	
	
	


Feedback / Suggestions for Improvement (if any):


	Course Code
	Name of the Course
	Name of the Course Handling Faculty

	C1
	
	

	C2
	
	

	C3
	
	

	.
	
	

	.
	
	

	.
	
	

	CN
	
	


N - Number of courses availed in that semester
Declaration: 
We hereby declare that all the above documents have been verified and found to be true to the best of our knowledge. Sample booklets, IA marks and Web portal entry marks are verified and found to be true.




        EXTERNAL AUDITOR(S) 	          HoD                   IQAC	            PRINCIPAL
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Ref.: MCE/DEPT. NAME/AY/SEM/AUD/ EAAR-SUM				                      	Date:
External Academic Audit Report – Summary (Template)


Front Page (Department, Academic Year & Semester details)
I. Introduction



II. Audit Panel Members
External Members:
	Name of the external auditor
	Designation
	Organization associated with

	
	
	

	
	
	



III. Schedule of the Academic Audit 
	S.No.
	Time
	Auditor-1
Departments
	Auditor-2
Departments

	1. 
	
	
	

	2. 
	
	
	





IV. List of files to be Audited
	S. No.
	Description

	 1
	Logbook

	 2
	Course file 

	3
	Internal Assessment Question Papers

	4
	Assignment/Case study/ Mini project Question Papers

	5
	Evaluation of Internal Assessment Booklets 

	6
	Evaluation of Assignment/Case study/ Mini project

	7
	Internal Assessment Marks

	8
	Remedial Classes

	9
	Laboratory record 

	10
	Conduction of Model Lab 



V. Observations and Suggestions
(Department–wise)			:


VI. Signature of External Members		:





IQAC               							PRINCIPAL


[image: A white sign with blue text

AI-generated content may be incorrect.]Form AC –AUD11


Ref.: MCE/DEPT. NAME/AY/SEM/AUD/EA-GS						Date:

EXTERNAL AUDIT - GENDER SENSITIZATION

	S. No.
	Parameters for Gender Sensitization
	Response

	1
	What are the women-related courses/topics introduced in the curriculum in the various subjects taught?
	

	2
	Gender segregated data on students and faculty in various departments at UG/PG level.
	

	3
	Participation of women faculty in seminars/ conferences/ workshops/ faculty development programmes/ receiving awards/representation in various committees. 
	

	4
	Percentage of women faculty actively involved in research/ guiding research students/ operating projects/ publishing and extension activities.
	

	5
	What are the specific research topics and extension activities related to women?
	

	6
	Availability of hostel/ separate common room/ toilet/Section for Women Gym/counselling /sports facilities for women.
	

	7
	Separate section for Gender-Related Resources in the library.
	

	8
	Exclusive Scholarships for Women/ financial support and the students getting placement
	

	9
	Availability of women counsellors, sexual harassment cell, women doctor.
	

	10
	 Number of women in all selection /promotion committees/ academic/ administrative bodies of the institution.
	

	11
	Details on maternity leave, creche for children.
	

	12
	Number of gender sensitization programmes conducted.
	

	13
	Number of women- related themes and topics taken up for discussion and debates
	

	14
	Number of leadership camps organized for the personality development of women students.
	






Name and Signature of External Auditor(s)
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Ref.: MCE/DEPT. NAME/AY/SEM/AUD/EA-DS							Date:

EXTERNAL AUDIT - DISABLED STUDENTS
	S. No.
	Parameters for Disabled Students
	Response

	1
	Special Coaching centres for differently abled Students 
	

	2
	Physical infrastructure for differently abled Students 
	

	3
	Hostel Accommodation available for disabled students?
	

	4
	Is a Unit formed for Disabled Students? (Comprising of Coordinator, Placement Officer and Student Volunteer)
	

	5
	Is the Library having Braille Books, Talking Books, Reading machines, Computers with Speech Softwares, Sign Language Interpreters) 
	

	6
	Has the National Institute of Educational Planning and Administration (NIEPA) conducted orientation programmes in planning and management for students with disabilities?
	

	7
	Have wheelchairs been placed at the gate entrances?
	

	8
	Are handrails provided on the steps and ramps?
	

	9
	Is Automatic sliding doors available?
	

	10
	Are the parking spaces located within 50 meters of the elevators?
	

	11
	Is parking slots for persons with disabilities are marked with international accessibility symbols?
	

	12
	Is signage provided at the drop-off area?
	

	13
	Are the travel paths equipped with tactile markings?
	

	14
	Do the elevators have handrails in contrasting colors?
	

	15
	Are emergency intercoms and Braille instructions available for communication?
	

	16
	Assistive technology and facilities for persons with disabilities (Divyangjan) accessible website, screen-reading software, mechanized equipment
	

	17
	Provision for enquiry and information: Human assistance, reader, scribe, soft copies of reading material, screen reading
	

	18
	Disabled-friendly washrooms
	

	19
	Disabled-Friendly vehicle at the entrance 
	





Name and Signature of External Auditor(s)
[image: A white sign with blue text
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Ref.: MCE/DEPT. NAME/AY/SEM/AUD/EA-LIB							Date:

EXTERNAL AUDIT - LIBRARY
	S. No.
	Parameters on Library
	Response

	1
	Does the library function on Saturdays, Sundays and holidays to facilitate use by students and faculty
	

	2
	Does the library have extended and appropriate working hours before/after the class hours
	

	3
	Does the college have a Library Advisory Committee? If yes, what is the role of the library committee?
	

	4
	Are the qualifications, experience and pay of the Librarian and as per government/UGC norms?
	

	5
	Has the librarian attended/participated in Continual professional development /orientation/refresher courses and workshops/seminars (national/regional)
	

	6
	Does the library have separate premises of its own? Does it contain minimum infrastructure facilities such as utilities, staff area, reading hall, periodicals section, circulation counter, service area, Information Display, etc.?
	

	7
	What is the ratio of the seating capacity to the users (students and faculty)?
	

	8
	 Is the Alternate Backup/Generator facility extended to the library?
	

	9
	What are the measures for overall maintenance and cleanliness of the library?
	

	10
	Does the library have computers and Internet facilities?
	

	11
	Are the library functions automated? If yes, are they fully/partially automated?
	

	12
	What are the financial/funding sources other than management?
	

	13
	Is there any defined policy for collection development, stock verification, promotion and training of library staff?
	

	14
	Data on availability of resources 
	

	15
	Mention the total collection of Documents
	

	Books
	

	16
	Textbooks
	

	17
	Reference Books
	

	Journals
	

	18
	National
	

	19
	International
	

	20
	Peer reviewed Journals
	

	21
	Back Volumes of Journals
	

	22
	Magazines
	

	E- Information Resources
	

	23
	CD’s /DVD’s
	

	24
	Databases
	

	25
	Online Journals
	

	26
	Special collection
	

	27
	Competitive Examinations
	

	28
	Braille materials/Rare collection
	

	29
	AV Materials
	

	30
	Remote Access to the library 
	

	31
	Book Bank
	

	32
	Ratio of the library books to the number of students enrolled
	

	33
	Does the library provide the following basic services?
	

	34
	Circulation Services
	

	35
	Clipping services
	

	36
	Bibliographic compilation
	

	37
	Information display and notification services
	

	37
	Reference/referral services
	

	38
	Photocopy and printing services
	

	39
	User Orientation/Information Literacy
	

	40
	Resource sharing/ILL
	

	41
	Internet / digital resources availability
	

	42
	Offering Services to others? 
	

	43
	Average number of books issued/returned per day
	

	44
	Number of reference enquiries (users) on an average per month (percentage may be specified)
	

	45
	Number of services delivered per student per month
	

	46
	Average no. of users who visited/documents consulted per month
	





Name and Signature of External Auditor(s)
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Ref.: MCE/DEPT. NAME/AY/SEM/AUD/EA-HR							Date:

EXTERNAL AUDIT - HUMAN RESOURCE DEPARTMENT
	S. No.
	Parameters for HR Department
	Response

	1
	Staff patterns conform to norms and standards prescribed for the purpose.
	

	2
	Clear demarcation of functional responsibilities exists among the personnel
	

	3
	Job analysis, description and specifications have been clearly spelt out
	

	4
	Allocation and actual deployment of manpower is as per sanctioned strength and controls are available for monitoring efficient and effective utilization of manpower
	

	5
	Does the Institution have a manual / process document for guidance and information on Personnel administration related to HR Policies and procedures?
	

	6
	Is Appointment Letter issued to all the new recruits?
	

	7
	Do you have the procedure of confirming the new recruits after probationary period?
	

	8
	Does the Institution obtain concurrence / acknowledgment for the job roles / duties assigned to the employees?
	

	9
	Are Time Entry records pertaining to Casual leave, vacation and sick leave and other leaves are up to date?
	

	10
	Are sufficient training opportunities provided to improve employee work related competencies in accordance with regulatory requirements?
	

	11
	Are annual performance evaluations given to departmental Employees in accordance with the rules prescribed by the authority concerned?
	

	12
	Are Payroll records made available to employees at appropriate intervals? [Issue of Payslip, Annual Statement of PF Transactions, etc.,]
	

	13
	Have procedures been established to ensure that terminating employees return all Institutions ID cards, keys, laptops, equipment, etc., and that appropriate systems administrators are notified to remove all logon privileges to Institutions systems?
	

	14
	Are administrative employees sufficiently trained to perform assigned roles and responsibilities to support HR administration?
	

	15
	Do you remit the statutory dues such as EPF, ESI, TDS, Professional Tax and other payments on Time?
	

	16
	Do you issue Form 16 from the TRACES Portal for your employees to facilitate them to file their income tax returns?
	

	17
	Does the HR team is on par with the education qualifications and salaried in accordance with the UGC norms?
	

	18
	Do promotion orders are given to faculty on Career Advancement Scheme (CAS) of UGC act? 
	

	19
	Faculty Attrition Rate 
	




Name and Signature of External Auditor(s)
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Ref.: MCE/DEPT. NAME/AY/SEM/AUD/EA-EC							Date:

EXTERNAL AUDIT - EXAMINATION CELL
	S. No.
	Parameters for Examination Cell
	Response

	1
	Is the Infrastructure of the Examination cell having the provision of Confidential space, Waiting Room and security at the premises
	

	2
	Is Internal assessment date is announced giving a sufficient time until the conduct of the exam
	

	3
	Has the Portions for the test has been completed before the conduct of the exam
	

	4
	Has the Pattern for the Test has been communicated 
	

	5
	Components for the Internal Marks 
	

	6
	Examination Reforms Made?
	

	7
	Internal & External Examination Grievances Reported and Resolved 
	

	8
	Mechanism for the examination related grievances 
	

	9
	Does the examination cell adhere to the CIE according to the Academic Calendar
	

	10
	Is e-governance implemented in Examination Related Functions 
	

	11
	Is Documents related to examination Cell Maintained 
	

	12
	Teachers participated in the Question paper setting for the affiliating University
	

	13
	Teachers participated in the Evaluation of the Answer scripts for the affiliating University
	

	14
	Is the College premises used for the conduct of competitive examinations 
	

	15
	Is the Conduct of Examination robust using IT facilities 
	

	16
	Examination Policy/manual available?
	

	17
	Availability of Spacious tables and lighting for the ease of conducting the exams
	





Name and Signature of External Auditor(s)
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Ref.: MCE/DEPT. NAME/AY/SEM/AUD/EA-PC							Date:

EXTERNAL AUDIT - PLACEMENT CELL

	S. No.
	Parameters for Placement Cell
	Response

	1
	Career Guidance and Competitive Examinations programs organized 
	

	2
	Resume writing and Employability Enhancement Skills awareness given
	

	3
	Mock Interviews and GD sessions organized 
	

	4
	Institution -Industry Collaboration made?
	

	5
	No of On-Campus Drives Held in the Campus
	

	6
	Students’ participation in Off-Campus drives 
	

	7
	No of Core-Companies visiting the Institution
	

	8
	Annual Report of the Placement done every year 
	

	9
	Feedback by the Employer on assessing the Students- Feedback form
	

	10
	Expectations received from Employers and kept in the Curriculum Meeting 
	

	11
	Is verification done for the Companies in which placement is given to students 
	

	12
	No of Placement Offers more than 2 Lakhs 
	

	13
	Is Alumni invited for On-Campus drive?
	

	14
	Is Coaching Classes for Competitive Examinations held by the Institution for the Final Years and Alumni
	





Name and Signature of External Auditor(s)
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Ref.: MCE/DEPT. NAME/AY/SEM/AUD/EA-DPT							Date:
EXTERNAL AUDIT – DEPARTMENTS
	S. No.
	Parameters for Departments 
	Response

	1
	Year of Establishment
	

	2
	Is the Department part of a School/Faculty of the Autonomous College
	

	3
	Names of programmes offered
	

	4
	Number of teaching posts Sanctioned/Filled
	

	5
	Number of Research Projects:
	

	
	· Total grants received
	

	6
	Inter –institutional collaborative projects and
	

	
	· Associated grants received
	

	
	· National collaboration
	

	
	· International collaboration
	

	7
	Departmental projects funded by External funded agencies Total grants received
	

	8
	Special research laboratories sponsored by /created by industry or corporate bodies
	

	9
	Publications:
	

	
	· Number of Papers published
	

	
	· Number of Books with ISBN
	

	
	· Number of Citation Index – range / average
	

	
	· Number of Impact Factor – range / average
	

	
	· Number of h-index
	

	10
	Details of patents and income generated
	

	11
	Areas of consultancy and income generated
	

	12
	Awards/Recognitions received at the National and International level by :
	

	
	· Faculty
	

	
	· Doctoral/Post doctoral fellows
	

	
	· Students
	

	13
	How many students have cleared Civil Services and defence Services examinations, NET, SET (SLET), GATE and other competitive examinations
	

	14
	List of doctoral, post-doctoral students and research associates
	

	
	· From the host institution/university
	

	
	· From other institutions/universities
	

	15
	Number of Research Scholars/ Post Graduate students getting financial assistance from the University/State/ Central
	

	
	· E-content and E-courses developed by the Teachers 
	

	
	· Students’ participation in co-curricular and Extra-curricular activities 
	

	
	· Innovative Teaching-Learning Methodologies introduced 
	


Name and Signature of External Auditor(s)
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Ref.: MCE/DEPT. NAME/AY/SEM/AUD/EA-SC						Date:

EXTERNAL AUDIT – STUDENT COUNCIL
	S. No.
	Parameters
	Response

	1
	Presence of Student Council
	

	2
	Composition and MoM of the Student Council 
	

	3
	Participation of the Student members in Library Committee
	

	4
	Clubs and Extramural activities formation and reports
	

	5
	Students’ participation in cultural and sports activities 
	

	6
	Symposia, Conferences, organized by the Students Council
	

	7
	Provisions made for International students/NRI
	




Name and Signature of External Auditor(s)
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Ref.: MCE/DEPT. NAME/AY/SEM/AUD/EA-ALU							Date:

EXTERNAL AUDIT – ALUMNI

	S. No.
	Parameters for Alumni 
	Response

	1
	Is there a Registered Alumni Association?
	

	2
	Alumni Registration Certificate
	

	3
	Separate Account for Alumni Activities 
	

	4
	Is Institutional Endowments created?
	

	5
	How many Alumni are in the Registered Alumni Association 
	

	6
	Annual Reports of the activities of Alumni Association 
	

	7
	Non-Financial Grants given by the Alumni Batches 
	

	8
	How many Alumni Meetings conducted 
	

	9
	Minutes of Meeting of the Alumni Meetings
	

	10
	Separate Social Media Platforms for Alumni Batches? 
	



Name and Signature of External Auditor(s)


Form AC –AUD20
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Ref.: MCE/DEPT. NAME/AY/SEM/AUD/EA								Date:

EXTERNAL AUDIT –BoS/ACADEMIC/GOVERNING COUNCIL

	S. No.
	Parameters for BoS/Academic/Governing council
	Response

	1
	Curriculum Planned at the start of the academic year?
	

	2
	Academic Calendar incorporating VAC/Certificate Courses etc
	

	3
	Minutes of the Meeting of all the Committees with the List of Committees 
	

	4
	Feedback on curriculum analysed and kept in BoS 
	

	5
	Syllabi for VAC, Certificate courses designed as per the feedback obtained from the Stakeholders 
	

	6
	Teachers participating in BoS/Academic Council of Universities
	

	7
	Number of New Programs and Courses introduced 
	

	8
	If any revisions made in the Syllabus or the Regulations 
	

	9
	Is CBCS/Elective has been followed?
	



Name and Signature of External Auditor(s)
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Ref.: MCE/DEPT. NAME/AY/SEM/AUD/EA-GC							Date:

EXTERNAL AUDIT – GRIEVANCES CELL

	S. No.
	Parameters for Grievances Cell
	Response

	1
	Composition and Minutes of Grievances Cell
	

	2
	Guidelines/ Norms for Anti-Ragging/Sexual Harassment/ Examinations from the Respective SRA
	

	3
	Online/Offline Grievances form
	

	4
	Report on the Grievances Resolved 
	

	5
	Grievance file
	

	6
	Action taken and the appropriate evidences 
	

	7
	Online Grievances link 
	

	8
	Has the Institution constituted an Anti-Ragging Squad?
	



Name and Signature of External Auditor(s)
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Ref.: MCE/DEPT. NAME/AY/SEM/AUD/EA-MC							Date:

EXTERNAL AUDIT – MAINTAINENCE CELL

	S. No.
	Parameters for Maintenance Cell
	Response

	1
	Composition and MoM for Maintenance Committee
	

	2
	Policy/SOP for Maintenance Cell in the Campus
	

	3
	Maintenance Log 
	

	4
	Preventive Maintenance Checklist and Plan
	

	5
	Maintenance Cell and its Organogram
	

	6
	Budget allocated for Maintenance every year
	

	7
	Expenditure Statement for each year
	

	8
	Bills/Invoice made for Maintenance 
	

	9
	Details of AMC made with other enterprises for maintenance 
	

	10
	Details of Service Records for the AMC done 
	



Name and Signature of External Auditor(s)
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Ref.: MCE/DEPT. NAME/AY/SEM/AUD/EA-ATR						Date:

ACTION TAKEN REPORT (ATR) FOR EXTERNAL AUDIT
										
Audit Type	:
Audit Period	:
Audit Date	:

Purpose of Audit: To assess compliance with institutional policies, regulatory requirements, and standard operating procedures, and to identify areas for improvement.

Summary of Audit Observations and Action Taken details are listed in the following Table.

	S.No.
	Audit observation
	Recommendation by Auditor(s)
	Action Taken/Initiated
	Status
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